mm 

ISSfXfOfZOI 

ion 



tSBS PSfCE 
DBSC1IVT0£$ 



IDHTIf IBRS 



iBSTBlCT 



CB 017 i33 ' 



Stllkliifl. Jtcrf 

JOB ntTii^ ana Bmlth ae taa«ral ifvatifnr. 
Oeenpational Safvty and B«alth »aaainl«tcatloay 
washiBf ton, D. c. ' . 

78 . ■ 

23p. I lUostratioas ta. this aocoBent My act 
repcodnce .veil 

L#gislatiofi| F€d%ral RdgalatloA i 6ov«Aaent 
laploy##si «Htalth CQ&ditiOBS| «Ptrso&s#l >#@da$ 
*Prograp idalnlstfatlOAi Pfegraa Dtslgmi *Saf#tfi 
Standards; *9ork Bnvlroiiatiit 

Oecupational Saf^tj and Haalth l^ti VAittd Statas 



Thii bookltt for ■anag#»Mt|F heads of safety and 
i^alth progcaas, saptrvlsarSr mmploymmm^ and rapr%s«tttati?as af labor 
organizations highlights the lost i«portant ftatat« of a 
eoaprahensiTe prograi that ef fectifetr p^at©eti p^^eral taplojaas 
froi. aa£#ty and haalth hazards. The conttnt is in tiio sections. The 
first concentrates on the adBinirtratlon of safety mad health 
prograas in all Federal agencies anfl inelndes standards, % 
reeordkeeping and reporting^ cosiiittees^ inspections^ ^piiainating 
hazards, eTal^ation and annaal c%ports^ and eoanetls* The focas.of 
the second section is on the organizational strdotnre needed to pake 
a prograM work and dlscnsses agency head, designated safejty and 
health official, and prograi staff, (EH) 
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Purpoia This Booklet 
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grtfms at Federal sgeA^ies are not 
. voluntary. All Ftdtral agf ndat muf t 
hjve oomprahensivs ^^rarrl^ that 
©ffectively prottct th^lr ©mploy##i 
from s^aty and Heiltft hazards, " 
whtthtr in an offlot*^i\#*^oading \ 
platform, at a conatrucltdn iite>i^ in a' 
Itboratofy - . ^ ^ ^fJ^A^ 

Section 19 of tht Occupational 
Safjity and Health Act of 1970 re- 
quires craation of 'iftective and 
comprehensive ' programs at F^iderrf^" 
agencies Executivt Order 11807 of 
September 2B, 1974. further 
defines the responsibilities of the 
agencies^nd the role of the Secretary 
of Labor in developing, fmplefnenting, 
and evaluating such programs It 
directs the agencies to compiy with 
the regulations m 29 CFR 1960 (pub- 
lished in the F&deral Reqtst&r 
October 9, 1974). issued by the 
Secretary of Latjor If an agency s 
sj^e. mission, or organization 
clashes with the regulations, then it 
must follow the intent of the rules 
They are revised from time to time 
to keep up with new devalopments. 
but please keep in mind that the 
regulations merely outline the 
minimum program agencies must 
adopt 

The purpose of this booklet is to high- 
light the rnost important features of 
an effective and comprehensive pro- 
grarn for any agency Top manage- 
ment in an agency, the head of a safe- 
ty and health program, supervisors, 
employees, and representatives of 
labor organiiatipns should find thiS| 
booklet helpful as an outline of their 
rights and responstbilities and, at a 



rfiftttrturfi, 1^11 rllMs to bi W^hf0^" 
msintg»p a lafa and healthful work^ 
pl^©, ^: . ^ 

Ttie%j#ath^ iftjury, ^ndP^^lness statist ' 
tics Fiiter^ag#nclpSBrtdi^ that 
th#Te ii nt^ for an ^rgkniied, go«- 
cert^d effort to rtduce iMaftmod un- 
**«aithful prAtic^^N^oAditiona^ - 
Accordl^ to the (^i^^ Federal 
Agency Bafeiv an^ Wb*|^ogra^s, 
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th# nyrnber of rtported nonfitil 
^ million civilian worKforca rpsa from ^ 

i?iai,oaa in igr^to isijia in i9ts. 

^ and to 1?4.989 the folfowing year. 

* ■ " V ' ■■ ' ■ ' 

thett t*gj(|i suggest \hm human 
MSt 0f unittli and unhta4t^ul 
V working eonditions and practw^i 
^ th# lo llN go^rnment in 
pensstirtg empfoyets i^nd thtir iL|r% 
vivors ruw into the hu fid fidi 
.-fnillioWi of d^Mars. Ih fiseal 1974, this 
^eost^as almost $226 million; it rose 
dramatically to $304 million in fiical 
1975. about $412 million in fiscal 
ii?Sp and to>4i3 milUgn the 
,foh6«ting y||^ t 

Adajuabjjity rt^been built into the 
rljli^ and <i9U I it ton sib r Federal 
jlgertcy programs^ Agencies, for ex- 

^ ampNi. hav% the choice of adopting 
the standards pf th0 OccLfl^ionai . 
Safety and t:^#aJ1h Admin ist rat ion 
(OSHA^ on tjQW^to har^^le tertam ^ 
jnaterialp. wlw kinds of gLiards to usar 
on some michiries. anrfthe I ike, or to 
creaie;iheir owt^ standards if they 

/ belitv# that^woutdi^tter meet their 

i j^rticsiter pr^bl#ms But, the hew 
sttndiirds must bit consistent with 
and' at laasf as efif ^tive as tf)Ose Qf 
QSjb^A prac,tic#; ihey ought to be 
mots^fff^tive ^because the rationale 

v'- fo^r creating them wis tocovef^the 
paPticular.Jliizards at theaglncy 

X*^'^ wok let will concentrate on 
safety and health progcftrns covering 
^ the 5.5 million civilian and miNtary 
""employees in nearly 100 Federal 



agencies, a ngmber of'\A<hich have 
had iuob piaw in optfttiQn for many 
years Injury and illnesi Pteordirtius| 
' be ^ept. as w#H as reporti df acci- 
dtWs resuiting wly in property 
dafhage, and # preventive program 
must be adoDted. (Emplqyees of pri- 
vate contrl(prs, even if they are 
working on Federal pro^ny #ith 
govtrnmeniaquiprnent and p^^n- 
neh are covered by the OSHA rtg JIa- 
tions for private industry.) 

Nothing in this booklet rnay Wintar- 
preted contrary to provisions of the 
Act, the Executivt Order, pr the pub- ^ 
liihed ryles and reguiatiQns^ If anf- * 
thing is unclear, or if you need advice 
and help in estab^ahin^nd main- 
taining a sound pf^ra' 
Office j^at hfs the e^P^ 
preparlSd to sierve yeu 

OffiS?tfof Fedfral Agency Saf#y 
^ and^eaith programs 
; ,:Occ4^ational Safety and Health 
^4 Administration 

U S DepartmenI of Labor 

.VyBaftinglon, 'S C 20210 

In addition, this Office has on? exper= 
ienqed cdordinator in each of the 10 
O^A regions ready to consult with 
you and advise you at your field in- 
stallations The addresSei and phone 
numbers of the regional Coordinatori 
are listed at the end of this boOKIei. 

The booklet is divided 'nto two major 
sections. The first cancentrates ork 
jht administration ^ safety and 
health programs in all aflencies and 
tne second on the^ organiiational 
structure need^ to make a pro- ^ 
gran^ work 



lare is one 
mce afid is 



A Program for All Agencies 



To bt uifful. to iM Ftd#r9l ag#ri€iai. 
ff^A teolcftf tauahti on tfit tla- 
ments eommon to tho administra- 
tion of ifiy tffeQtive pr^grim. 
Thtta eommon elemtnts must be 
Ineorporated In all agancy prp- 
grams. One Imperlaht goal of these 
oparating mathods it to make as 
many peopit as posiUDji more 
aware of the aetual and potentitfl 
hazards of thair work. Rteogniiihg 
uniafe oi; unhealthfui aets, practi- ' 
cti, and conditions is, after all, a 
vital itap In the prevantion of In- 
juries and Olntsses. And prevention 
is tha key to an effectlva program. 

The ruleMnd regula^joni govern- 
ing the operating methods of 
F^aral agency programs were 
0aslgned to be flexibli Agencies 
eav 

w!t 

serious problems, can meet the 
intent of the regulations through 
whatever policies, procedures, and 
methods fit their size and needs. 

The Office of Federal Agency 
Safety and/tHealth Programs will 
* consult wit^ any agency on the 
overall design of its program or on 
any part if 



with, haiardous job eavjronments 
as Veil as agen&es with less 



Standards 



( 



An agency has a choice The stan- 
dards OSHA developed for private 
industry can be adopted complate 
and unchanged Or the agency can 
create its own standards to meet 
particular needs, provided its stand- 
ards are consistent with OSHA's and 



at latit as ifftctiva; savaralj 
hava dona ^Is. 



inciaa 



Bafora aganal^ adopt, tlirfMrtata, or 

modify any standardSi they must ^ 
establish a procedure for doing so 
and insure that employaas have a ' 
chince to contribute to its develop- 
mant. The prooidura than must ba 
publicized throughout an agency. 

If the proposed standards are differ- 
ent from those of OSHA, the agency, 
head must so inform the Secretary of 
Labor, giving the Secretary time be- 
fore they art adopted to commenion 
whether they are consistent witlfi 
OSHA standards/ ^ 

If employees from two Of more agen- 
cies work on a joint project, or oc^ - 
cupy the same building, the heads of 
the agencies involved should consutt 
with each other, antt with the Secre- 
tary of Labor if they wish, to insure 
that there is no conflict in theii^safety 
and health regulations. Regardless of 
location, however, the heads of 
agencies are responsible for the 
safety and health of their own em- 
ployees 

Where jobs are hazardous.'it is the re- 
sponsibility of an agency to provide 
employees with personal protective 
equipment specifically designed for 
such wor^k, and to be sure that the 
equipment is used 

If a grave problem suddenly arises 
over, for example, the handling of a 
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^gsife fttft^ft^. mm Stcrttry of ' 

'mmmm iiinifirf -^"^ — * §p 

flMiion by all tganelw A**®^ . 

art, aMf^Q^ ^ay normal proce^ 
durw to daeldt how th« sta,n«3»td 
appliti to ttitm If thay wish, thty 

' may adopt thair own provisjoflp, as 

^is^ m «H« f«^«aMMnta art consis- 
ttnt witti the ptrmwant stanctard. 

*Slmilarty^ i crisis should inse m a 
ptrtiouliftQancy* tha agency htid. 
may immadisttly ido^t an ^mmf- 
gtncy tamporiry stindsrd for.that 
iganey. quicKly Informing %mp\o^- 

. t^andthtSacrttary ofUaborofthe 

action takin. 

' iach agancy muit siso ootlfy tha 
Sacratary of Labor svery three, 
months fagarding any standards 
adopted, modified, or ©liminat^. j 

Raeofdkatplng and Reporting 

Agencits must ©stablish a systsm \o 
collect and compili injury, illness, 
and accident data. OSHA's Office of 
^.^-rtberal Agency Safety and Healfh 
Programs can supply forms basic to 
such a system= Thes# inetude i log 
' for recording injurit^and illnisses ps 
they occur; this muit«e Kapi on file 
and madravallabit t| OSHA on re- 
quest. Therf is alio m annual i^ni- 
mary of injuries and illnessei which 
must be submitted to OSHA M 
agency will find that by using tfiese 
forms and devising its own surn- 
maries-monthiy. for exarnple-Ht vvill 
create an information system identi' 
tying its most hazardous conditions 
and praoticas. This, in^turn. tails an 
agency where priorities must be 




placed >o bring about a safer, more 
healthful workplace. 

Copies of the OSHA logs and sum- 
manes for each workplace of an 
agency must be made available there 
to employets and reprisentatives of 
their organizitions wyho may want to 
look at them The success of a pro- 
gram hinges on labor-management 
cooperation and widesprtad infer- - 
mation on where the problems exist. 

An agency that Pel ieves it needs more 
detailed informaiion than the OSHA 




forms raqgire may adopt any supple- 
mentary repordHaeplpg syitam \V - 
wisries. But. the officiai forms must 
itill b€ uitd for reporting occupa= 
tionil injuries, ilintsses. and acci- 
dants tD OSHA 

In addition, any accident in y/hich an 
efnployaa is killed or which hospital- 
ises five employees or mori, or where 
thert Is property dirnageof*$l 00,900 
or more, must be reporled (within two 
working days) by the^ead of the 
'Federal agency to the Sicretf^y of 
Labor- 



CGfhmltt9#t . 

Tht hM4 of th# p|&gram should fOfcti 
a top-levfl saffty and hMlth eom- 
mittee aomposgd of mmagement, 
safety and health prof#|iiQnals, and 
employtei (inoludlng representa-/ 
tlvts of their organiiatloni] at thi 
agency's headquarters. Similarly, 
large units at an agency's headquar- 
tert and tii field oHiMi myat Mva - 
commltteei compoied of § m\n of lines, 
and itaff officials and e^ptoye^. All 
cQmnnitteei. then, can help in the 
deryelopment of particular standardi 
for an agency, in publicizing the pro- , 
gram and, in general, In advising and 
assisting those respdnsible for 
mounting an effectiv# campaign. 

Insptctldns 

Oualififd safely and haatth profes- 
sionals must be employed to period-^ 
ically inspect work practices. an^ 
equipment at hazardous jobsitei— 
conBtruction, chemical processing, 
loading platforms, and the Jike. Just 
ho\^ many inspectioni ought to be 
made each year depends on the type 
of work done and the hazards 
involved. 

In workplaces with few hazards, 
such as dfficei. selected personnel 
can be assigned cpllateral duty as 
inspectors after they have been 
trained \rf what to look for and 
procadurei. and forms to use*(Morf 
on this training later.) 

But. all workplaces, no matte/ hovv 
seemingly safe and healthful, must be 



thorou9hiy intpt^td at least onet a 
yMr. Finding potflntial hazafds is oat 

u olihf iMi mm In itm prtvantiOQ.Qf 

^ ioeW»nta. T . ' ' ' 

tf rh#y art t& bo ^kaffective ^ 
Ina^aetai^ miat M^bit to talk 

. with •mploye|^ and iuptrvisors 
^about .eonditlona at tht worNplaea. 
RtpfitAla or diaeriminafion against 
•mpl^Ma who frankly about 
wofKlng GOnSRflMi must b# pro- ^ 

^ hibitid in aganelei. 

Inspfctors oar! tai^e tampits of 
- matarials, or tal^t photographs, or 

ust'fOther reasonable techniques to 
' help thtfi in thefr work. Under npr- 
mal circumstanees, there must not be 
an advance notice of insyotlon This 
is so the inspector wili gli a clear 
plature of normal operations. How- 
ever, if an agency i^ notified that a 
hazard is developing that Is likely to 
cause serious harm, inspectors 
must immediately visit the si^t an^ 
adviie appropriata igancy official^ 
vvhat action must ba taken / 

A represantativt of the official m 
charge of a worksite and a represen- 
tative chosen by the employees (or 
the'employees' organization) should 
accompany the inspector making a 
routine or emergency visit Thes^ 
representatives can be helpful m " 
' ^supplying the mspector with infor- 
matisn The inspector, m turn, may 
comment on safety and health prac- 
tices observed. The establishment's 
safety and health committee may act 
i as both management and employee 
representative if the official m charge 
and the committee agree that is 
acceptable 



Management and labor representa^ 
tives should confer ^Ith the Inspect 
tor after the vvorksite walkthrough. At 
that timt« the ihiipteYQr rfius! makt i 
preliminary report on any haiards - 
^setn. In turn, the rtprtivitatives oan 
eKplain why some thingtic? done the 
way they are, snd It isjossibi^hat a 
better way mayheoeme clear storing 
the dlSGUSSloh. 

Sflialler agencies that would like to* 
have a professional opiryon may ask 
the Office of Federal Agency Safety 
anfffealth Programs or its regional 
cbordinators {whose addresses and 
phone numbers are listed at the end 
of this booklet) to ^sist them in In- 
specting their headquarters or field 
locations. Largef^agencies may ask 
for help when they do not have the 
expertise to inspect af pecific hazard, 
or when they would like a general sur- 
vey as an aid m training their own 
people 

OSHA dMi not issue citations to 
Federal agencies for violations of 
standards: it only rnakes recommen- 
"dations forcorrfction. Although each 
agency is responsible for conducting 
ijs o^n inspections each year, a walk- 
fhrough by "outsiders" has the ad- 
vantage of giving an agency an objeC' 
tive viewjof its job practices and con- 
ditions 

Eliminating Hazards 

Agency inspectors havitheauthorify 
to issue notices of unsafe or un- 
healthful working conditions Thb 
notices should be very specific on 
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what the hazards are and whei^e 
appiicable. which %iandards are 
being violated TheV nnust also set a 
reiionable amount of time for cor- 
rectipg the unsafe or unhealthful 
conditions Copies of the notice must 
be sent to the officer m c.hdrgp of the 
astabliShrrient where the violation is 
found and to its safety and health 
committee A copy also miist be 
posted (for a minimum of three da> s ) 
I n a CO ns p I c u b u s p I a c e a s ct ose 1 0 1 n ^ 
scene of tf'^e vfOlation as practical 
and must remain posted uruii the 
coridition IS corrected 

The officer in charge of an establish- 
ment has the primary responsibility 
for correcting conditions there, in- 
cluding those specified by an inspec- 
tor, within the stated period After 
that period, the inspector should take 




another look at the condition or prac- 
tice to be sure the violation no longer 
exists Schedulirig of the rtinspec- 
tion depends on the seriousness of 
the violation 

If the head of an establishmeht be- 
lieves that ft is not possible tocorrect 
a violation within 30 work days, a re- 
port must be submitted to the 
agerrcy s safety rfnd health minager 
detailing why it cannot be don© 
sooner, along with a timetable foj 
eliminating the violation and a lisfof 
steps being taken in the interim to , 
protect employees. A copy of this re- 
port must be sent to the establish- 
ment's safety and health committee. 
If the officer m charge judges that 
correcting a violation will take more 
than 60 workdays, acopy ofthe same 
kind of report also must be sent by the 
chief of the safety and health pro- 
gram to the agency head, who in turn 
must transrruL^copy to theSecretary 
of Labor 

Each agency must post in a conspic- 
uous place in all its worksites 
notices of employee rights ind obli- 
gations under the safety and health * 
program, stating where employees 
can get information about the 
agency s program and how to re^ 
port what they believe are unsafe or 
unhealthful working conditions ind 
practices OSHA has a poster avail- 
able With this information; copies 
may be obtained from the Office of 
federal Agency Safety and Health 
Programs or its regional 
coordinators 

In most safety and health progfanr^Si 
employees are asked to first speak 
to their supervisori when they see 
what thiy believe to be hazardous 
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conditions or prictiCaS: Often, a 
problem can be cleared up imme- 
diitely However, if the fmpioyee is 
not satisfied or beliewes the situa- 
tion IS so serious thit safety and 
heilth officials ought to know about 
it. he or she may file a written 
report on the alleged hazard and 
request inspection 

Each agency must^ set up a chain of 
review. "elding with its safety and 
health pfogram head, to handte 
such employee reports Should a 
worker request anonymity, officials 
may disclose the person s name 
only if the inspector cannot firnd the 
alleged hazard without the em- 
pipyee's help The official first 
responsible fcX handling such a 
report has five days to determine 
whether there are reasonable 
grounds to beheve the hazard exists 
and to order an inspection If the 
officer decides there are no reason= 
able grounds to believe a hazard 
exists, or an inspector finds that the 
reported conditmn presents no 
problem, the employee must de 
notified in writing of the finding and 
the reasons for it 

If, after going through the chain of 
authority, the employee is not 
satisfied with the final review by the 
program head he or she can sub- 
mit a written objection to one_of the 
regional coordinators of the C^ffice 
of Federal Agency Safety and 
Health Programs The Office can 
ask the agency for a report of its m- 
ves-tigation and the name of the em- 
ployde, or decide that the situation 
IS serious enough to offer to send 
OSHA inspectors to help assess tne 
condition. 



The whole process should be speed- 
ed up. of course, when the erm- 
ployee asserts that a condition is so 
serious that an accident is hkely to 
happen at any moment Super= 
visors, officers, and the head of a 
safety and^health program should 
immediately decide whether an 
inspection is necessary Again, if 
they decide no action is necessary, 
employees who disagree with this 
finding can appeal to the Office of 
Federal Agency Safety and Health 
Prograrns < 

ivatuation and Anriyal Reporii ^ 

-A! least once a year, the Office of 
Peijerai Agency Safety and Health . 
Programs must evaluate the pro- 
gram of each agency with more 
than, 1 000 employees It may do so 
more often however, asking the - 
agency for special reports if the 
Office believes additonal informa- 
tion is needed before judging the 
effectiveness and comprehensive- 
ness of the program 

This OSHA Office publishes out- 
lines of tne^ kinds of documentation 
it expects to see when evaluating 
an agency s program It is ready to 
consult With agency officials to help 
correct any prohlems identified 
dunng an evaluation 

One purpose Of the evaluation is to 
give the agency head and those 
deeply involved in a safety and 
health program nn impartial view of 



their work An outsider very often 
give insiders a fresh perspective on 
how tb€y art doing The Secretary 
of Labor then transmits the evalua- 
tion, alqng with any recommend^- \ 
tions for changes, to the head of 
the agency, asking for an official 
fispor^ss including target dates for 
' jfnpleminting the recommenda- 
tions: 

Evaluations of ifl igencies. the 
Secretary's recommtndttions, and 
agtf^cies' responses, together with 
aSumnniry of the eviluations, are 
ssnt to the President 

The Office of Federal Agency 
Safety and Health Programs and 
the Secretary of Labor are also 
responsibie for reporting annually 
to the President He, m turn, must 
report to Congress on the effective- 
ness of the Government's safety 
and health programs The OSHA 
Office sends instructions to each 
agency on the kind of tnformatiort 
required for this annual report This 
may include a statement of each 
agency's goals and whether they 
were met the past year, how many 
employees and what categories of 
employees received training, and 
the like The Office compiles and 
analyzes the mformbtion, perhaps 
in relation to whatever was un- 
covered during the evaluations, and 
adds recommendations The 
Secretary of Labor transmits this to 
the President and prepares a draft 
report for him which, in its fmai 
form IS sent to Congress 

i 



Councils 

The Federal Advisory Council on 
Occupational Safety and Health 
(consisting of 15 members from 
government, at least five of whom 
must be from labor organizations 
representing Federal employees) 
studies problems common to most 
agencies and recornmends 
changes The Couricil recorri- 
mended, for example, and OSMA 
accepted, a revision of the injury, 
illness, and accident reporting 
system for all agencies. Ivery year 
the Council oversees the nomina- 
tion procedure of the President's 
Awards for Safety and Health in the 
Federal Service. 

Field Federal safety and health 
councils eKist4hroughout the 
country wherever there is a con- 
centration of agencies. Their pur- 
poses are: to provide a forurri for 
the, excharfge of ideas among 
management, employees, and 
safety and health specialists; to 
help field offices develop better 
programs to meet their particular 
needs, and to sponsor and conduct 
training * 

Agency heads must direct their field 
offices to participate in council 
activities, they will also encourage 
Federal employee labor organiza- 
tions to do so The officials in 
charg.e of field offcces must appoint 
members of their safety and health 
staffs to serve on the councHi and 
encourage lively involvement in 
council work. 
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staffing the Program 



Agmcy HMd and Designittd 
Saf«ty and Httitth Official 

Th# single most important factor in ^ 
rsducing ntalth and safety hazards is 
the commitmen! of the agancy 
head. If thi top official pays little 
attantion to safety and health 
probltms. everyone else m the 
ageney is likely to do tnt same 
But. if the leadership shoves a deep 
and lasting concern about safety 
and h&alth conditioni, this attitude 
will be conrimunicated throughout 
th€ agency One way of expressing 
this commitment, for example, is to 
mike an ennployee s safety and 
health record a part of that indi- 
vidual s parformance evaluation It 



would be likely, then that super^ 
visors and employees would not 
ignore the issue 

Perhaps the nnost irnportant safety 
and health decision the agency 
head can'make is the choice of a 
top aide to lead the program And it 
must be a top aide The Secretary 
of Labor has deterrnmed that an 
assistant secretary or other official 
of equivalent rank or degree of 
responsibility would have the ne- 
cessary stature and autfiority to 
institute a comprehensive program 
and make it work This officer need 
not and m many cases would not, 
work futi=time on safety and health 
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Th# top aidi assigned this respon- 
sibility is called the ''designated 
safity and health official " The 
duties of tha designated officials 
are to establish 

• an Occupational safety and 
haaltn policy to carry out the 
provisions of Siction 1 9 of the 
Occupational Safety and 
Health Act, Executive Order 
11807, and 29 CFR 1969 

• an organization arid set of 
procedures to effectively im^ 
plement that pOMcy. con- 
sidering the mission, Size, 
and organisation of the 
agency a 

• goals Bnf obiectives to 
reduce and elirninate accidents 
iDju/Jel. and illnesses 




• plans and Drocedures to evalu- 
ate the health and safety pro= 
gram s eff^tiveriess at all 
operational levels, and 

• a ranking of the factors caus- 
ing accidents injuries, and 
illnesses so that the nnaior ones 
can be attacked f^rst 

A revision of Part 1^0 20, published 
in the FedBrai Register Februiry 8. 
1977 requires designated safety 
and health officials and other top 
officials to receive orientation and 
other learning experiences which 
will enable them to nianage" their 
programs The OSHA^ Training 
Institute at Des Plaines, Illinois* his 
designed a two-week course 
(No 600-4) for fylUtime safety 
officers and safety supervisors and 
a one-week course (No SOO-'Z) to 
meat the special needs of officials 
who Spend only part of their time 
on safety and health nnatters 

While designated and other top 
officials may orient themselves any 
way they think best, rnost will find 
that they cannot get a better intro- 
duction m a shorter time than 
through the courses, 'which are 
given often during the year at the 
Training Institute Arrangements 
can be made for presentation of the 
same material at your agency's 
location For more information, or 
to enroll, contact the Office of 
Federal Agency Safety and Health 
Pfograms (address and phone 
number are at the end of this 
booklet) 

Of course, the designated officials 
must be giveri sufficient funds, 
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•quiprntfnt, and professioni) staff — 
trtintd and ©xptnenGed in occupa- 
ttonil ssfpty ind health to carry 
ayt thtir aSiignmtnt 

Staff 

Th© desjgnattd official's staff wii i 
Gonsist of all Of sorna of the follow- 
ing, dapending on the s»ze an0 type 
work the agency does (Ob^ious = 
ly, a nayil ihipyard m^iII netd more 
specializtd staff than an offtce ) 

1, Principal Safety and Health 
Professional — Depending on 
the main actiyitias of the 
agency, this would be a tram 
ed safety specialist, engineer 
or industrial hygienist The 
professional would be the full- 
tirrii saftty and health managef 
in a large agency and would 
report direclfy to tne desig- 
nated official tn charge of the 
prograrn 

The principal offtcers, Decluse ot 
their expert knowledge and ex- 
perience, would be the key persons 
in adapttng OSHA staridards to the 
particular needs and problerT^sot - 
their agencies, at headquarters, and 
in the field They would be respon- 
sibie for evaluating the affective^ 
nass of thi agency's program To 
'do this, they would nave to devetop 
a sound and practical system for 
N^ping records of workplace 
accidtnts, injuries, and illnesses 

The manager must also estabi'Sfn 
guldelinaion how to apply safety 
and htalth standards, and accident^ 
prevention tschniques to the 



agency s operations Agency plans 
and specifications for new con- 
struction and machines. ma)Or 
mDdifications m equipnnent and 
buildings, and new worN pro- 
cedures nnust be reviewed by thp 
professional to insure that they 
incorporate the best technotogy 
and practices to protect tne safety 
and health of employees 

The professional nnust insure 
training procedflres and educa- 
tional nnatenals are developed so 
that nevv ennployees vviii be 
thoroughly instructed and period- 
ically updated m the agency s 
safety and health program One of 
the most important resporsibilities. 
and perhaps the hardest to accom- 
plish IS to get ennplDyees, top 
management and supervisors to 
actively partictpate in creating and 
implementing the agency s safety 
and tiealtn prog ram 

Under normar circumstances, the 
safety and nealth rTianager would 
vvork out 0^ the agency s head= 
quarters especially if4he agency 
has several large field offices or a 
number of small, scattered field 
operations If the agency has one 
major field office away fronn head- 
quarters, particularly one involving 
construction, it may wtsh toplace 
the nnanager there in any caae, the 
location of the manager's offiei is 
not as important as ready access to 
the designated officiai, support 
from top management, and aware- 
nessofthe manager's status 
throughout the agency 

Program managers must be forrnafly 
trained in the safety and health 
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codes of their agencies This can 
be accomplished partly through thp 
OSHA Training Institutes two-wepk 
course (No 600-4) for fuli-tir-ne 
safety and health officials of 
Federal agencies The course 
covers such topics as program 
organization and evaluation 
recordkeeping and reporting, 
hazard recognition and controls 
and workplace tnspectic?n To enroii 
in the free course (given several 
times a year), or to arrarnge tu^iave 
it offered at your agency contact 
OSHA s Office of Federal Agf^ncv 
Safety and Health Proqranns 

Training Institute crjijrsps hnvv*^v^^r 
do not cover standards ()f rfn;^ijirf^ 

me^^ts pecu^ar to eacn agency 
Therefore an agency wilt fnavp \r 
g've additiona! trammg to 'ts ri^r- 
p^opJe tf its codes deviatp from 
those of CDS HA For this reasor^ 
program managers should consider 
S et 1 1 n q up t n h i r ^ ,? w n t r a i n i n q 
course 1^0 r the safety ^^nd nf^c^ltri striff 
ana other employees Tn^? O^icf^ nt 
Federal Agency Safety and H^r^iir 
Prograrrts and its regional co- 
ordinators are available *>j nf-ip 
developj the crjurse 

2 Safety and Heaiff^ Sppr.cii'Sts 
They are trained and e^.per if^nc 
ed safety ana nea if ^ spec ai'Sts 
*ire protectior ei^gi^^'eers 
healtn pri^siCiSts ana indus- 
trial ^lyqieniStS wPq wOrN *af 
the proqrarn manaqer r a ' 
phases of devetopir^g and 
' rri pl#rr entifig the C'Ograrr- 



Some or all of these full-time pro- 
fessionals should be needed in 
agencies ^ith 1 000 or more em= 
ployees and m smaller agencies 
^ith hazardous workplaces They, 
too. must be formally tramed m the 
particular programs of their agen- 
cies This can be done through the 
two-week course at the OSHA 
Training Institute but agencies are 
f-ncouraged to develop their own 
programs to suit special needs * 

3 Collateral Duty Safety and 
Health Officers — In very 
smiall agencies or m the small 
scattered field locations of a 
larger agency, there may not 
De a need for a fLjll=tirne safety 
and rieafth manager and 
specialists The small size of a 
group is not an excuse for the 
absence of a program but 
OShA recognizes that where 
the work IS not very hazard- 
ous Or only a few employees' 
are exposed to safety and 
health problems, a part-time 
official could adequately assist 
m the administration of an 
agency s program 

These collateral duty officials must 
spend at least 15 percent of their 
time on safety and hea-lth work 
However depending on the number 
of employees and the hazards they 
are exposed to more than 50 fa#r- 
cent of their time may be requirfed 
in this area 

Agam some kmd of formal training is 
needed The OSHA Training 
Institute s one-week course was 
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designed for these part-timtri In 
condensed fqrm^it covtrs much pf 
th# same matenai as the two-week 
course^ The one-week course, too. 
it fret; it is given often during thf 
Ym%r at Dea Plaines, tiimois. or it 
ean be offered at agency locations 

" 4 Safety and Heaith inspectors— 
If there ii an increased risk of 
accidenf or illness because =of 
the nature of the work — for 
eMmple, chemical or machine 
processes, materiali handling, 
or loading operatione = then 
qualified specialiits must make 
periodic inspections of jobsites 
How many times a year inspec- 
tions must be conducted is a 
matler of judgment for the 
^ designated safety and health 
official 

ln^»#is hazardous workplaces — 
offices, for example — personnel 
with some training m recogniamg 
unsafe or unheftthfui conditions 
may make these inspections instead 
of specialisjs 

Whatever the work environment. 
Inspections must be conducted at 
least once a year It would be a * 
good idea for agencies to en- 
courage their full-time if>spectors to 
take the two-week course at the 
OSHA Training Institute and their 
part-timers to take the one-week 
course 

5 Supervisors — They have the 
important task of the day-to- 
day enforcement of safety and 
health regulations Nothing 
can be more important than 
informing supervisors why 
certain regulations have been 



adopted, getting feedback 
from them on how practical 
they find the rules and pro- 
cedures, and training them to 
spot potential hazards so that 
accidents and resulting in- 
juries can be prevented. 

The supervisor is management's 
representative in closest contact 
with agency employees If super- 
visors undefstand that top man- 
agement IS vitally interested in 
safety and health and that their 
performance in this area will be 
rated, the agency wiU be on its way 
toward an effective program, 
j 

The training reguUtions state that 
supervisors, too. must be oriented 
and take courses related to their 
safety and health responsibilities^ 
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This can bt done through course 
600-2 or 600-4, offered at OSHA s 
Tratsmg Institute 



Employee Organizatiori 
presentatives — Without the 
cooptration of employees and 
reprssintatives of their 
organizations, there will not be 
an effeetlvfe program This is 
why the regulations require 
that these people hay© a voice 
in developing and imple- 
menting a safety and health 
plan 



^l^^^fctRin^ programs must be offered 
^- ' aftncy's employees who are 

r^res^ntattyei ofi^cogmzed labor 



organizations The training should 
stress whatever vvili nelp them 
participate effectiy£ly m workplace 
safety and health inspections Once 
again, th© OSHA Training Institute 
can be^afr^elp Contact the Office 
of Fedartf'liency Safety and 
Health fer^^^ or its regional 
coordmatoFi for^^formation and to 
enroll ^'v^' 

In general, all empfoyies must ' 
receive speciaiiied training in the 
safety and health aspaets of their 
particular joDi and in thetr rights 
and responiibilittas under the 
progfirris of their agencies 
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Conclusion 



in th© past, job safety and health at 
Federal agencies did not receive 
the emphasil it should have Now, 
there is a commitment to havt the 
Federal government, the nation^s 
largest ernployer, comply with fhe 
same standards imposed on private 
^ industry Agencies may have to 
■ 'change their accepted ways of 
doing things, perhaps increase their 
budgets and staff, to bring about a 
safer and mofi healthful work 
environment The letter and the 
spirit of the law permit no less. 

This booKlet has attempted to outrint 
the minimum that agencies rfHJSf^ ^ 
do. It has attempted to set up* 
general program and staffing guide- 
lines to help any agency meet its 
responsibilities^ Although there are 
some Ntrd and fast regulitions. 
there is alio room for flexibility, for 
greative adaptation of standards to 
the specific needs of an agency If 
you have an idea that other 
agencies might profit from, please 
inform the Office of Federal Agency 
Safety and Health Progranns 

Along these lines, there is a tech- 
nique that several agencies have 
found inviluable; having safety and 
health profiisionals analyii^e 
hteards in each Job classification m 
the agency. Hazard analysis can be 
a lot of work, but it gives everyone 
in the agincy^ particularly top 
management, a clear idea where 
actual and potential problems exist 
and what kinds of standards and 
procedures are necessary to iolve 
them 



Written instructions, based on the 
analyses, ought to be given to 
employees so they will know how 
to work safely, and to iuperyisors 
so they can effectively oversee tfeie 
safety and health practices o^ sub^ 
ordinates. Thenp the profifilonil 
safety and health staff would know 
what nieds to be emphaslitd ir^ 
inspections, training, and enforce- 
ment of standards. This can be a 
-Vital step in building t^e kind of 
preventive programs that would 
feach the goal of providing a safe 
and healthful work environment for 
the nation's 5 5 million Federal 
wOrKers. 
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OSNA R«glonal Qffle«t 



Rtgien 1 
Connie fi€ut 

M«t»aohui9tts 



J F K Pideral iurldmg 
Room 1804, 
Goyernrntnt Center 
H%w Himpthirf^ Boston, 
flhod* liland Missaehusgtts 02203 



VtrffiOnt 



Region II 

N#w Vork 
Ne>^ Jeriey 
Puffto Rrco 
Virgin Islands 
Cini) ^on© 



Region ill 

Delaware 
Miryland 
Pennsyivanii 
VjF^trifa 
West Virginia 



Region iv 

Alabarria 
Flof Ida 
Georgia 
Kentucky 
Mississippi 
North Cirolini 
South Csroiina 
Tenntsie© 



617^223-6712 
FTS §-223-6712 



Room 3445 
iStS Broadway 
New york. 
New York 10036 
212-39i=5ZS4 
FTS 8-662-5754 ' 



Suite 2100 
Gateway Building 
3535 Market Street 
Ptiiladeiphia 

Pennsyls/ania 19104 
215-596-1201 
FTS 8-596-1201 



Suite 587 

1375 Peacntree Street 
NE 

Atlanta, Georgia 3030g 

404-881-7482 

FTS 8-257^7482 



Region VI 

Arkansai 
Louiiiana 
New Mejsico 
Oklahoma 
Texas 



Region VII 

Iowa 
Kansas 
Missouri 
Nebraska 



i Region Vjll 

Coiorado 
Montana 
North Dakota 
South Dakota 
Utah 

Wyoming 

Region IX 

Arizona 
Calitof nia 
Guam 
Hawaii 
Nevada 



Room 602 

555 Griffrr^ Square 

Dallas, Texas 75202 

214=749-2477 

FTS 8^749^2477 



Room 3000 
91 1 Walnut Street 
Kansas City, 
Missouri 64106 
816-374-5861 
FTS 8-758-5a6l 



*F©deril Office Building 
Room 15044 
1961 Stout Street 
Denver, Colorado 80294 
303-837^3883 
FTS 8-327-3883 



Room 9470, 

Federal Building 

450 Golden Gate Avenue 

P O BOK 36017 

San Francisco, . 

California 94102 

415^^-5619 

FTS 8^556=5619 



Region V 

lllinoii 

indians 

Michigan 

Minnesota 

Ohio 

Wisconsin 



32na Floor 

230 South Dearborn 

Street 
Chicago. Illinois S06O4 
312-353-6017 
FTS 8=353-6017 



Region X 

Alaska 
Idaho 
Oregon 
Washington 



Room 6048. I 
Federal Office Building 
909 First Avenue 
Seattle. 

Washington 98174 
206-442-5930 
FTS 8=399-5930 



